Town of Boxborough
Minutes of Public Meeting
APPROVED

BOARD/COMMITTEE: Personnel Board

MEETING DATE: February 1, 2023

TIME: 4.00 PM ET

PLACE: Grange Meeting Room, Town Hall

Members Present: Lee Slade (Chair), Sheila Bauer (Clerk), Bill Litant
Assistant Town Administrator: Rajon Hudson

FinCom Representative: Becky Neville

Interim Police Chief: John Szewczyk (partial attendance)

DISCUSSION ITEMS

1.

Chair Lee Slade confirmed attendance by all Board members, then called the meeting to order at
4:00 PM.

Chair Slade called for a motion to approve minutes of the meeting of January 25, 2023, Motion
by Slade, second by Litant. Minutes approved by voice vote, 3-0.

ACTION: Bauer to correct minutes and send minutes to Becky Harris to post, copying Rajon
Hudson.

Assistant Town Administrator Hudson reported the following: The Treasurer-Collector has given
his notice and will depart at the end of his contract at the end of March.
No action from the Personnel Board is required.

The Board discussed the updated job description for Associate Town Planner. Chair Slade called
for a motion to approve the job description as posted and set the grade to Grade 13. Motion by
Litant, second by Bauer. Motion approved by voice vote, 3-0.

ACTION: ATA Hudson to inform Town Planner Alexander. Board to add position and grade to
ATM warrant.

The Board discussed the updated job description for Reserve Police Officer. Chair Slade called
for a motion to approve the job description as posted and set the grade to Grade 13 with a per
diem hourly salary of $27.16 for FY 23 and $27.95 for FY 24. Motion by Litant, second by Bauer.
Motion approved by voice vote, 3-0.

ACTION: ATA Hudson to include the position and grade in ATM warrant adjustments to FY2023
Schedule.

The Board discussed the updated job description for Part-time Dispatcher. Chair Slade called for
a motion to approve the job description as posted and set the grade to Grade 11 with a per
diem hourly salary of $24.19. Motion by Bauer, second by Litant. Motion approved by voice
vote, 3-0.

ACTION: ATA Hudson to include the position and grade in ATM warrant adjustments to FY2023
Schedule.



10.

11.

12.

13.

14.
15.

The Board considered the updated language to revise the Personnel Administration Plan related
to “Section 2. Promotions or Reclassifications.” Chair Slade called for a motion to approve the
language as written. Motion by Bauer, second by Litant. Motion approved by voice vote, 3-0.
ACTION: ATA Hudson to include the language in the ATM warrant.

The Board considered the updated language to revise the Personnel Administration Plan related
to Article XI. Leaves of Absence, Section 1 Sick Leave: Sick Leave Bank policy. Chair Slade called
for a motion to approve the language as written. Motion by Bauer, second by Litant. Motion
approved by voice vote, 3-0.

ACTION: ATA Hudson to include the language in the ATM warrant.

The Board considered the updated language to revise the Personnel Administration Plan related
to Article X. Vacations: Section 2 and Section 3. Chair Slade called for a motion to approve the
language as written. Motion by Bauer, second by Litant. Motion approved by voice vote, 3-0.
ACTION: ATA Hudson to include the language in the ATM warrant.

The Board discussed preparations for presentation of warrant to Select Board on February 13.
ACTION: Sheila will attend the Select Board meeting on behalf of Personnel Board.

The Board considered potential bylaw modifications to quorum requirements. After discussion,
the Board felt that the requirement should remain as it is currently written. No vote taken. No
action required.

The Board discussed the recruitment of new Board members. Chair Slade reported that one
candidate has expressed interest and may be available to apply for appointment in March. Slade
further reported that he has contacted six other candidates by hand-delivered mail and will
report responses as received.

Chair Slade set the next meeting for March 6" at 4pm in the Morse-Hilberg room.
ACTION: Bauer to draft notice and agenda and forward to Chair Slade to review and post.

There were no items of new business.

With no other business before the Board, Chair Slade called for a motion to adjourn. Litant
moved to adjourn, Bauer seconded. The motion passed 3-0 by voice vote. Chair Slade adjourned
the meeting at 5: 32 PM.

Respectfully submitted,

Sheila Bauer

Clerk

Related Materials:

e Minutes of meeting of January 25, 2023

e Proposed ATM Warrant Language with Plan modifications.

e Position description: DPW Buildings & Grounds Maintenance Lead
e Position description: Associate Town Planner

e Position description: Reserve Police Officer

e Position description: Part-time Dispatcher

e Board Quorum Analysis



ARTICLE _ AMEND FY2024 PERSONNEL PLAN, INCLUDING THE CLASSIFICATION AND
COMPENSATION SCHEDULE

(Majority vote required)

To see if the Town will vote to amend certain sections of the Personnel Administration Plan including the
Classification and Compensation Schedule in the matter that is set forth in the document on file with the
Town Clerk titled “Proposed Changes to Personnel Administration Plan — May 9, 2022” and also available

on the Town’s website, or take any other action relative thereto.

Summary:
Vote 1: Administrative changes to the plan

a. FY2023 Classification & Compensation Schedule

Associate Planner - Proposed New Grade 13

Per Diem and Intermittent Employees & Stipends

Proposed changes to positions

Hourly  (All | FY2024 Rate Proposed
Non-Exempt) Grade
Reference
Part-Time $23.54 Grade 10
Dispatcher ’ rage
Special
Reserve 527.88 Grade 12
Police Officer

b. Article lll, Definitions

Proposed Additions

Promotion: When an employee advances to a position that is classified at a higher salary grade,
or in certain circumstances, an acknowledgment of significant greater responsibilities within the
same grade/position.

Reclassification: The assignment of an existing position to a new grade and/or step when
substantive, measurable changes occur in responsibilities. This change is based on an evaluation

of expansion on the duties, responsibilities, scope, impact, and/or qualifications of the position.

Article VI, The Pay Plan, Section 2




Strikeout the following

Replace stricken language above with the paragraph below.

When an employee is promoted to a position in a higher class or the position they hold is
reclassified to a position in a higher grade, the employee’s salary shall be increased to the first
step that provides them with an increase in pay of no less than 4% above their base pay prior to
the promotion or reclassification. If the department head recommends a higher step increase,
they must do so in writing as warranted by the employee’s qualifications and performance,
subject to the approval of the Town Administrator.

Article X: Vacations, Sections 2 and 3.

Strike out and add language in bold as indicated.
Section 2. Regular reduced-hours and regular part-time employees shall be entitled to vacation
according to Section 1 except that the resulting days shall be multiplied by the average number

of hours worked each week and then divided by forty (40).

Section 3. Regtarpart-time—p Per diem; and intermittent employees do not accrue vacation
time

Article Xl: Leaves of Absence

Add new Section 1.h to the Article
Section 1 SICK LEAVE
h. Sick Leave Bank

There is hereby created a Sick Leave Bank (the “Bank”) to provide offsetting pay for a limited time
to those participating Town employees (the “Participants”) who have exhausted their personal
accrued leave time, in all of its forms, and suffer from a disabling injury or illness. The Bank is a
voluntary, participative arrangement entered into by Town employees seeking to provide some
measure of relief to ill or disabled peers and does not represent an obligation upon the Town to
create time upon the records of the Bank for use by Participants beyond the time contributed by
Participants or as otherwise established within this policy.



Administration of the Bank: The records of time contributed to and drawn from said Bank shall be
maintained by the Treasurer/Collector’s Office, which is charged with maintaining and tracking
time. Approvals and disapprovals of membership and withdrawals shall be administered by the
Town Administrator subject to any appeal process established herein provided, however, if the
Town Administrator shall become a Participant in the Bank, the Chair of the Select Board shall act
in the stead of the Town Administrator with respect to any decision required to be made with
respect to the Town Administrator’s participation in the Bank.

Eligibility for the Bank: All employees eligible to receive and accrue sick leave are eligible to apply
to enroll in and participate in the Bank after completion of their six-month probationary period
and the attainment of one week of sick time (pro-rated for part-time service). Any such employee
represented by a bargaining unit is only eligible to apply to and enroll in the Bank if the entity
bargaining on their behalf has negotiated for the inclusion of this policy within their Collective
Bargaining Agreement.

Initial Membership Application: Applications for enrollment in the Bank shall be on a form to be
designed by the Town Administrator and will only be accepted for consideration during the so-
called “Open Enrollment” period established annually for employees to enroll in and/or change
their enrollments in the Town’s various insurance programs. However, upon creation of the Bank,
there shall be a period of thirty (30) days thereafter in which employees may apply to become a
Participant in the Bank.

Initial Membership Deposit: Applications for enrollment shall provide authorization for the Town
to withdraw an initial deposit of at least two (2) days of sick leave from the accrued sick leave time
of the applicant for transfer to the Bank and may authorize up to four (4) days of sick leave time
to be transferred to the Bank.

Annual Membership Deposit: Annually, during the Open Enrollment Period, Participants must
provide authorization for the Town to withdraw an additional deposit of one (1) day of sick leave
from the Participant’s accrued sick leave time for transfer to the Bank and may authorize up to
four (4) days of sick leave time to be transferred to the Bank.

Opt-Out Provision: Any Participant may remove himself or herself from the Bank at any time;
however, once removed, the employee may not withdraw any sick leave contributed to the Bank
at the time they initially joined or that they contributed to the Bank as part of any subsequent
contribution.

Loss of Deposits: Deposits of sick leave time become the sole property of the Bank and are not
returned to the Participant for their sole use, except in accordance with the application for a
withdrawal as outlined below.

Application for Withdrawals: A Participant, or their designee, may apply to withdraw time from
the Bank upon a form to be designated by the Town Administrator. Said form shall require a
certification from a licensed medical or mental health professional as to the disabling injury or
illness, an indication as to how long the condition may persist, and a certificate of the Town Officer
maintaining the Bank of any and all time the applicant has remaining of their personal accrued



leave time, in all forms, which must be fewer than eighty (80) hours of total leave time at the time
of application.

Maximum Withdrawal and Use Thereof: No Participant may be granted more than an initial grant
of twenty (20) days of leave from the Bank in any twelve-month calendar year period. Any such
grant of leave may not be drawn against until all other available leave time on the books of the
Participant has been fully exhausted.

Continuing Accruals of Sick Leave: Under no circumstances may a Participant, while using time
derived from the Bank, accrue any type of leave.

Refunds for Monies Recovered: Any Participant who subsequently receives any form of
reimbursement for any Town offered disability or Worker’s Compensation Policy covering any
illness or disability originally covered by a withdrawal of time from the Bank shall pay to the
Town the value of the duplicate coverage and the Treasurer shall give credit to the Bank for the
number of days for which the Town was reimbursed.

Appeals: Should an application for withdrawal be denied, the Participant may appeal to a three-
member board which shall be established to hear the matter within 72 business hours. The Town
Administrator shall appoint one person to the panel, the Participant shall appoint one member
to the panel, and the Chair of the Personnel Board, or designee, who shall decide the matter
within 48 hours of appointment.

Extraordinary Circumstances: In extraordinary circumstances of illness or disability during a period
of time in which an employee was not eligible to apply for membership in the Bank, the Town
Administrator may make a one-time call for contributions of sick leave time in any amount to a
specific employee who shall be identified in the call for voluntary contributions. Any employee
granted time under these provisions shall not be eligible to accrue leave time during any such
period of time and any voluntary contribution made in excess of that needed to meet the needs of
the employee shall be transferred to the permanent records of the Bank.

Vote 2: Classification and Compensation Schedule — Wage Increase

The Classification and Compensation plan applies to all non-union and non-contracted employees.
Positions are classified into groups and classes doing substantially similar work and having substantially
equal responsibilities and are then set forth in the Classification and Compensation Schedule, which is
incorporated into the Personnel Plan.

FY2024
The Personnel Board voted a 2.9% wage adjustment based on a fiscal 3-year average of the CPI-U

(Consumer Price Index — Urban) effective July 1, 2023 (FY2024). The total increase in salaries is $23,000.

Employees on the Temporary, Per Diem and Intermittent Schedule will receive a 2.9% wage adjustment,
effective July 1, 2023.

The Personnel Board recommends __to __ for Vote 1.

The Personnel Board recommends __to __ Vote 2.



The Select Board recommends __ to

The Finance Committee recommends __ to

Insert pages for compensation tables



Town of Boxborough, MA

POSITION: Buildings & Grounds Maintenance Lead DEPARTMENT: Public Works

FLSA STATUS: Exempt REPORTS TO: DPW Director

GENERAL SUMMARY:

Position is responsible for the planning, coordination, management, care and maintenance of all
municipal facilities, including buildings, grounds, parking facilities and playing fields. The
position has charge of and performs a variety of tasks in connection with the maintenance and
repair of municipal buildings and property. Work is performed according to general practices,
policies, statutes, local bylaws, and objectives outlined by administration, but the use of a
considerable amount of independent judgment is required in the organization of work and in the
planning and directing of others. This position also performs the tasks of a DPW Skilled Laborer
as needed.

SUPERVISION SCOPE

Provides supervision of all staff and outside contractors providing maintenance and repair of Town
buildings, grounds, and fields. Serves as the team lead on job sites and is responsible for
determining methods and practices to be used to perform the required work in a safe, efficient, and
effective manner.

SUPERVISON RECEIVED
The position works under the direction of the Director of Public Works in accordance with the
applicable provisions of federal, state, and local; laws, rules, regulations, and policies.

SUPERVISION EXERCISED

Directly supervises regular, seasonal, and temporary full-time and part-time staff engaged in
the maintenance and improvement of the Town buildings, grounds, and equipment, Trains
and supervises staff and oversees job assignments. Trains and supervises staff in the proper
use of equipment and tools required to complete the work and provides performance
feedback as needed. Supervises hired contractors such as electricians, plumbers, HVAC,
mechanics, and technicians. Schedules staff and is accountable for the quality and quantity
of work done by subordinates and contractors, to assure accomplishment of the assigned
work in a prescribed manner. Provides orientation and training for all new employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Plans and directs the maintenance of materials, equipment, personnel, and project
timelines to provide for the care and maintenance of all municipal buildings, grounds,
fields, trails, cemeteries, and the like

e Mows, trims, edges, fertilizes, and waters lawns, playing fields and other landscaped
areas; weeds, prunes, mulches, fertilizes; prepares soil for planting; seeds and re-sods
lawn areas; plants trees, seedlings, and shrubs; plans and implements spring and fall
opening and closure/clean-up




e Inspects assigned areas; corrects and/or reports safety hazards; cleans and maintains
grounds, cemeteries, athletic fields, campsites, paved areas and paths; grooms and
prepares ball fields and other park facilities for public use

e Performs snow removal and salting of facilities and access ways

e Performs minor trade repairs to such items as doors, windows, glass, benches,
picnic tables, receptacles, switches, lighting, sinks, faucets, spigots, irrigations
systems and the like

e Prepares meeting rooms, election and Town Meeting facilities, and assembles
furniture for municipal facilities

e Monitors quality, timeliness, and effectiveness of contractors to ensure compliance with
contracts

e Develops and implements a preventative maintenance plan for generators, HVAC
systems, boilers, hot water tanks, booster pumps, irrigation systems, thermostats, and
the like performing minor tasks of cleaning, checking fluid levels, changing filters, belts,
and the like as scheduled

e Continually scans facilities to identify repair needs, recommend corrective action, resolve
work problems, evaluate work progress, and identify additional needs.

e Advises on all capital and operational budgetary needs

e Plans for, orders, and provides inventory control and management of material and
supplies

e Completes maintenance and activity reports

e Performs functions of a DPW Skilled-Laborer including, but not limited to, plowing and
sanding of roadway surfaces; building and repair of drainage systems; repair of
sidewalks, roadways, and signage; and serves as occasional back-up as a Transfer
Station attendant

e Oversees the care and performs minor maintenance of the equipment and tools used in
the performance of the assigned tasks

OTHER DUTIES AND RESPONSIBILITIES

The duties listed above are intended only as examples of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if
the work is similar, related, or a logical assignment to the position.

REQUIRED MINIMUM QUALIFICATIONS

Education and Experience

High School Diploma or GED together with three years of related experience in a DPW
environment involved with facilities management of Town assets and managing employees and/or
maintenance crews.

Or

Any equivalent combination of education, training and experience which demonstrates possession
of the required knowledge, skills, and ability.

Preference is given to those with advanced training in the facility maintenance field.

REQUIRED LICENSING AND CERTIFICATION
Requires a valid MA Class B Commercial Driver’s License (CDL) with airbrake endorsement.

DESIRED KNOWLEDGE, SKILLS, AND ABILITIES




e Knowledge of the methods, materials and equipment used in building, custodial,
grounds and playing field maintenance.

e Knowledge of building operating systems such as generators, HVAC, irrigation
systems, plumbing, electrical, carpentry, masonry repairs and roadway maintenance
and construction.

e Knowledge in the use and maintenance of vehicles for which the position is required to

be licensed.

Knowledge in the use and maintenance of hand tools and light power equipment.

Skilled in troubleshooting machinery and equipment.

Skilled in interpersonal communications including presenting oral reports.

Ability to direct and supervise the work of others in the performance of tasks.

Ability to collaborate effectively with outside contractors, Town employees, and the

public.

e Ability to be flexible in changing work priorities which can shift quickly due to system
failures or weather events.

TOOLS AND EQUIPMENT USED
Lawn tractors and mowers, chain saws, snow blowers, weed whips, power brooms and the like.

PHYSICAL REQUIREMENTS

Work requires significant physical effort. Work frequently requires talking, listening, standing, walking,
bending/stooping, shoveling, raking, and driving for extended periods. While performing the duties of this
job, the employee is required to handle or feel objects, tools, and/or controls. Work requires reaching with
hands and arms, carrying/lifting (normally up to 60 pounds) and pushing/pulling.

The employee must have good vision to read general documentation, instruments and maps for analytical
purposes and the ability to distinguish color. Requires depth perception and close vision to operate vehicles
and equipment. Requires manual dexterity in combination with eye-hand coordination for efficient operation
and repair of equipment.

Specific vision requirements include close vision, distance vision, and the ability to adjust focus.
Frequently carries and/or lifts items, weighing more than 60 pounds.

Essential position functions require ability to review documents for general understanding and analytical
purposes, ability to climb ladders and access roofs or excavations to look at projects, and to operate
vehicles and motorized equipment.

The physical demands listed are representative of those that must be met by the employee to
successfully perform the essential functions of this job. Reasonable accommodation may be
made to enable individuals with disabilities to perform the essential functions of the job.

WORK ENVIRONMENT
Work is performed predominately outside, where there is exposure to weather extremes and noise,
and often requires working around equipment with moving mechanical parts.

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Requires entry access to other Town departments for
the purposes of facility maintenance and coordination with contractors to oversee maintenance projects and
activities.



Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position unless such accommodations would pose an undue hardship on the Town.

This Job description does not constitute an employment agreement or contract between the employer and the
employee and is subject to change by the employer as the needs of the employer and requirements of the job

change.

Recommended: July 15, 2022

Revised: September 1, 2022 (Version 1)
January 25, 2023 (Version 2)

Approved (Name): Personnel Board

Approved (Date): January 25, 2023




Town of Boxborough, MA

POSITION: Associate Planner DEPARTMENT: Land Use and Permitting

FLSA STATUS: Exempt REPORTS TO: Director/Planner

GENERAL SUMMARY:

The Associate Planner is responsible for performing professional and paraprofessional
assignments to provide staff support to the Town Planner/Director of Land Use & Permitting.
The position assists with various phases of department projects which include providing
support in project research, supporting staff at various public meetings, performing demanding
technical assignments, and providing overall office support coordination. The position provides
excellent customer service to internal and external customers on a daily basis. Work is often-
project oriented involving a full scope of activities and accountability.

SUPERVISION SCOPE

The Associate Planner reports directly to the Director of Land Use and Permitting. The Associate
Planner is required to work independently at times, within established policies and procedures and
the requirements of federal, state and local law (as applicable).

SUPERVISON RECEIVED
The position works under the direction of the Director of Land Use and Permitting in accordance
with the applicable provisions of federal, state and local, laws, rules, regulations and policies.

SUPERVISION EXERCISED
Directly supervises consultants and department reviewers engaged in the various Town
permitting processes.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Provides technical assistance and information to staff and the public in the administration of
specific planning, program areas, and bylaws.

e Reviews building plans and zoning permit applications to ensure compliance with
requirements such as use, density, placement, and parking ratios.

e Schedules staff meetings and is accountable for the quality and quantity of work done
by consultants and peers, to ensure adequate detail is provided to the Director of
Land Use and Permitting and relevant Town boards and committees.

e Provides orientation and training for new board members.

e Performs routine office tasks in designated program areas, including data entry, file
management, copying, and answering emails and telephone calls.

e Develops and maintains automated tracking systems, hard copy files and records.

e Prepares staff reports and recommendations, such as special use permits, site plan
reviews, and variances.

¢ Researches and compiles information on a variety of planning issues from multiple sources.

e Prepares public notices and property owner verifications.

¢ Investigates violations of planning regulations and bylaws, including making site visits,
under the direction of the Director of Land Use and Permitting.

Associate Planner V 4.0 _ 2/1/2023




e Attends public meetings, assisting other planning staff as appropriate.

e Frequently interacts and communicates with the public, government officials, other staff
members and boards, and third parties transacting business with the Town;

e Performs other work as required or assigned.

OTHER DUTIES AND RESPONSIBILITIES

The duties listed above are intended only as examples of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if
the work is similar, related, or a logical assignment to the position.

REQUIRED MINIMUM QUALIFICATIONS

Education and Experience

A Bachelors Degree in Planning, Landscape Architecture, Civil or Environmental Engineering, or
related field,

Preference is given to those with experience in Massachusetts General Laws or with at least
one year of experience in the field of planning in a municipal setting.

REQUIRED LICENSING AND CERTIFICATION
The Associate Planner must possess a valid Class D drivers license. No certifications are
required.

DESIRED KNOWLEDGE, SKILLS AND ABILITIES
e Knowledge of planning principles and practices.
Demonstrated research, analytical, data collection, and organizational skills.
Knowledge of effective writing technigues.
Ability to organize information in spreadsheets.
Statistical, algebraic or geometric knowledge, and ability to apply such knowledge in
practical situations.
e Advanced knowledge of computer hardware and software programs, including Microsoft
Office, and Internet applications, including ESRI ArcMap, social media applications, and
Google Workspace, public survey/online scheduling software;
Ability to perform field work as needed.
Ability to work on several projects simultaneously and meet specified deadlines.
Ability to work independently or in a team environment as needed.
Ability to maintain professionalism in various situations.
Skilled in handling frequent interruptions and exercising critical thinking.
Ability to read, comprehend and interpret manuals, ordinances, written policies, statutes,
rules, regulations, memos, letters, reports, maps and legal documents.
e Ability to communicate effectively verbally and in writing.

TOOLS AND EQUIPMENT USED
ESRI ArcMap, Microsoft Office Suite, social media applications, public survey/online scheduling
software, and other computer software as needed to perform the tasks above.

PHYSICAL REQUIREMENTS

Associate Planner V 4.0 _ 2/1/2023



The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

This is an office-based job in a dynamic municipal office. While performing the duties of the
Associate Planner, the employee is required to: interact and communicate frequently with the
public, government officials, other staff members and boards, and/or third parties transacting
business with the Town; operate standard office equipment including computers and keyboards,
at efficient speed; lift/move objects weighing up to 25 pounds; and move throughout the municipal
offices.

The physical demands listed are representative of those that must be met by the employee to
successfully perform the essential functions of this job. Reasonable accommodation may be
made to enable individuals with disabilities to perform the essential functions of the job.

WORK ENVIRONMENT

Work is performed predominately indoors in a traditional office setting. Where there is need
for outdoor site visits, the Associate Planner may face exposure to weather extremes, and
noise, and be required to work in proximity to equipment with moving mechanical parts.

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this position.

This job description does not constitute an employment agreement or contract between the employer and the
employee and is subject to change by the employer as the needs of the employer and requirements of the job
change.

Recommended: January 12, 2023

Revised: January 20, 2023 (Version 2)
January 26, 2023 (Version 3)
January 31, 2023 (Version 4)
Approved (Name):

Approved (Date):
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Town of Boxborough, MA

POSITION: Part-Time Dispatcher DEPARTMENT: Dispatch

FLSA STATUS: Non-Exempt REPORTS TO: Police Chief/Fire Chief

GENERAL SUMMARY:

A Part-Time Dispatcher performs routine to complex clerical and dispatching work in the
operation of the Town's Public Safety Dispatch Center at the Police Department. Work involves
frequent telephone contact with members of the community. Many situations are emergency in
nature, and individual must be able to think and act clearly and calmly.

SUPERVISION SCOPE
Performs a variety of responsible dispatching and clerical functions in accordance with established
standard operating procedures through the federal, state and local law (as applicable).

SUPERVISON RECEIVED
Work is performed under the general supervision of the Police Chief, Fire Chief, Lieutenant,
Officer-In-Charge, and Dispatcher Supervisor.

SUPERVISION EXERCISED
This is an entry-level position with no supervisory responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Receive, record, and process all incoming oral communications through the dispatching
system; process initial complaint inquiries received via telephone or made by a citizen at the
Police Station.

e Dispatch personnel according to department regulations and priorities; report out of service
police and fire vehicles to the commanding officer or Dispatch Supervisor.

e Respond to all complaints, speak and behave in a respectful, calm, clear, and courteous
manner when addressing the public and department members.

e Utilize established emergency procedures with capability of activating and dispatching
personnel immediately to the field.

e Maintain two-way communications with all personnel dispatched in the field; Periodically
announce call letters issued by the Federal Communications Commission.

e Maintain equipment, especially emergency call lines; immediately report any malfunction or
defect to commanding officer(s) or Dispatch Supervisor.

e Be knowledgeable of location and lay-out of streets, buildings, parks, housing projects and
other significant areas to maximize accuracy and speed of dispatches; have a working
knowledge of the area’s geography.

e Possess thorough knowledge of Police and Fire Department procedures related to the use
of radios and other communications equipment.

e Type and process forms, complaints and reports as appropriate to the Fire or Police
Department.
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e Refer initial requests for applications/information regarding License to Carry Firearms and/or
Firearms Identification Cards to a commanding officer.

e Refer initial requests for copies of police reports to the Administrative Assistant.

e Preserve communications which are privileged and confidential.

e All other related duties as assigned.

OTHER DUTIES AND RESPONSIBILITIES

The duties listed above are intended only as examples of the types of work that may be performed.
The omission of specific statements of duties does not exclude them from the position if the work is
similar, related, or a logical assignment to the position.

REQUIRED MINIMUM QUALIFICATIONS

Applicants must have graduated from high school or must possess an equivalency certificate
issued by the Massachusetts Department of Education, with 2-year or 4-year college education
preferred. CPR and First Aid Certifications and/or present or past employment experience as
Police/Fire/EMS dispatcher a plus. Familiarity with office equipment, such as copying machine,
word processor and computer terminal. Must maintain required certifications. Must be able to work
under strict confidential environment.

No person who has been convicted of a felony shall be hired as a Dispatcher. A candidate may be
disqualified for character clearly unsuited for police services. Background investigations on each
candidate are conducted by the Police Department prior to said person being hired.

REQUIRED LICENSING AND CERTIFICATIONS
E 9-1-1 Operator Certification, CJIS Operator Certification, Basic Emergency
Telecommunications, and CPR Certification. Valid Massachusetts Class D driver’s license.

DESIRED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge: Working knowledge of the layout of the Town, including major thoroughfares, street,
businesses, and places of interest. Familiarity with related rules, regulations, orders, policies and
procedures. Knowledge of information dissemination and confidentiality requirements related to
criminal offenders and public record. Working knowledge of computers and electronic data
processing as well as modern office practices and procedures. Basic understanding of the
operation of the Police and Fire Departments. Familiarity with the Town’s laws and bylaws. Basic
understanding of the incident command system.

Ability:  Ability to learn communication systems’ techniques. Ability to handle emergency
situations calmly, promptly and efficiently while under stress. Ability to think clearly in a crisis
situation and handle occasional high levels of stress. Ability to elicit needed information from a
caller, who may be a child, injured or incapacitated person. Ability to read, write and speak clearly
in English and give clear directions over the phone and radio. Ability to handle the equipment and
machinery required for the job, including data entry and retrieval on computer and teletype
equipment. Ability to maintain multiple file systems. Ability to accurately attend to a number of
detailed activities occurring simultaneously.

kill: Skill in typing, computers and record-keeping. Excellent customer service skKills.
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TOOLS AND EQUIPMENT USED
Dispatching software, incident command radio system, Microsoft Office Suite, and other
computer software as needed to perform the tasks above.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

The dispatcher must be able to operate a keyboard and sit at the computer and dispatching
equipment for long periods of time, operating dispatching equipment and all other related
emergency equipment at an efficient speed. While performing the duties of this job, the
employee is constantly required to sit, talk, see and hear. The employee is frequently required
to use hands to finger, handle, or feel objects, tools, or controls, and reach with hands and
arms. The employee must occasionally lift and/or move up to 10 pounds. Specific vision
abilities required by this job include close visual acuity at 20 inches or less to view computer
desktop and terminal; extensive reading; ability to identify and distinguish colors

The physical demands listed are representative of those that must be met by the employee to
successfully perform the essential functions of this job. Reasonable accommodation may be
made to enable individuals with disabilities to perform the essential functions of the job.

WORK ENVIRONMENT

Work is performed under typical office conditions which are occasionally stressful. The noise level
is moderate. The employee operates computer, telephone, facsimile machine, copier, and other
standard office equipment as well as all dispatching equipment and radio system. Employee has
frequent contact with the general public, police and fire departments, utility companies, Town
departments and officials. Contacts are in person, by telephone, and by email and involve an
information exchange dialogue.

The employee has regular access to department-related confidential information, including details
of calls for service. Errors could result in loss and damage to life and property as well as legal
and/or financial repercussions for the Town.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position, unless such accommodations would pose an undue hardship on the Town.
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This Job description does not constitute an employment agreement or contract between the employer and the
employee and is subject to change by the employer as the needs of the employer and requirements of the job
change.

Recommended: January 25, 2023 (Version 1)

Revised: January 27, 2023 (Version 2)
January 30, 2023 (Version 3)

Approved (Name):

Approved (Date):
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Town of Boxborough, MA

POSITION: Reserve Police Officer DEPARTMENT: Police

FLSA STATUS: Non-Exempt REPORTS TO: Police Chief

GENERAL SUMMARY:

A Reserve Police Officer is a part-time employee who has the same powers and authority as a
Full-Time Police Officer when said reserve officer is on duty. Certain situations are emergency
in nature, and individual must be able to think and act clearly and calmly.

SUPERVISION SCOPE

A Reserve Police Officer is a part-time employee who has the same powers and authority as a
Full-Time Police Officer when said reserve officer is on duty in accordance with established
standard operating procedures through the federal, state and local law (as applicable).

SUPERVISON RECEIVED

Work is performed under the general supervision of the Police Chief, Police Sergeant, Full-Time
Police Officer or other superior officer .

SUPERVISION EXERCISED

This position has no supervisory responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Work activities are varied and require independent action and judgment in addressing

issues/problems, some of which are unusual in nature. Issues often require further research

and investigation.

Contacts are with employees within and outside the Department, as well as the public.

Contact with the public requires courtesy, tact and diplomacy as well as the ability to

persuade and influence someone’s actions.

Participates in new employee orientation.

Requires maintaining confidential department material, as well as maintaining the privacy of

individuals who lodge complaints, or are being investigated, as allowed by law.

Required to maintain physical fitness in order to perform a wide array of activities that

necessitate physical agility and effort in the field.

Required to work shifts and attend training as mandated by the Department.

Provides courteous and expeditious police service to the general public and town

department staffs.

Enforces federal, state, and local laws; patrols assigned areas on foot, or in a radio car

safely and within establish guidelines; responds to radio messages or telephone instructions

and appears at the scene of disorder or crime; inspects premises at night and watches likely

locations for wanted persons.

Conducts preliminary investigations of disturbances, burglaries, thefts, holdups, vehicle

accidents, deaths, or other matters involving possible violations of the law; conducts crisis

intervention and conflict resolution; prepares reports on arrests, traffic accidents, offenses,

damages to property and investigations conducted; directs traffic; issues verbal warnings or
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citations for traffic and other minor violations; provides traffic control; administers first aid to
injured persons and requests medical attention as required.

e Appears in court to present evidence and give testimony; serves subpoenas; assists in
receiving, searching, booking, fingerprinting, photographing and maintaining custody of
detainees and property; provides escort or support services for parades or public meetings;
demonstrate the use of firearms in accordance with department policy

e Assists clerical employees engaged in complaint receipt and record searching; participates
in training courses and programs; relieves a superior police officer as required; gives
directions and information to the public; routinely adheres to and maintains a positive
attitude toward Town and department goals; communicates effectively verbally and in
writing and routinely performs related work as required.

e Provides emergency medical care applying skills of a First Responder.

e Performs other position related duties as required.

e All other related duties as assigned.

OTHER DUTIES AND RESPONSIBILITIES

The duties listed above are intended only as examples of the types of work that may be performed.
The omission of specific statements of duties does not exclude them from the position if the work is
similar, related, or a logical assignment to the position.

REQUIRED MINIMUM QUALIFICATIONS

Education and Experience - Graduation from high school or GED equivalent and graduation from
the basic reserve-intermittent training course for police officers as directed by the Municipal Police
Training Committee. Must be at least 21 years of age.

Must pass a criminal and traffic record check, background investigation, physical and psychological
examinations.

REQUIRED LICENSING AND CERTIFICATIONS

Must be CORI (Criminal Offender Record Information) certified by the State and have valid Class D
Motor Vehicle License, Firearms License, and First Responder Certification. Massachusetts Peace
Officer Standards and Training (POST) and Municipal Police Training Commission (MPTC)
certifications required.

DESIRED KNOWLEDGE, SKILLS AND ABILITIES
Knowledge - Current applicable federal, state and local laws; Department rules and regulations;

Principals and practices of a municipal police administration and organization; Police requirements
and limitations of police authority; Laws, governing custody of persons, search and seizure,
admissibility and Presentations of evidence and laws of arrest and court procedures; Basic
computer operations and functions.

Ability - Read and understand departmental policies and procedures, rules and regulations, laws
and law enforcement documents; Learn the use and care of firearms; Remember names, faces,
facts and details of incidents; Write clear, accurate and comprehensive reports; Analyze situations
and adopt a quick, effective, and responsible course of action giving due regard to the surrounding
hazards and circumstances of each situation. Operate a motor vehicle safely and skillfully; Keep all
department information strictly confidential; Communicate effectively, both orally and in writing;
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Accomplish various clerical duties; Follow oral and written instructions; Work effectively with other
employees; Engender public respect and confidence; Meet the general public with courtesy and
tact; Demonstrate good judgment, character, reputation, superior poise, bearing, alertness, and
emotional stability. Cope with situations firmly, courteously, and with the respect for the rights of
others; Establish and maintain effective relationships with all those contacted in the course of work.

Skill - In operating various equipment: firearms, radar, lidar, breathalyzer, handcuffs, baton, radios,
and related equipment; In operating personal computer and general office equipment.

TOOLS AND EQUIPMENT USED

The employee is required to use a personal computer and general office equipment, as well as
surveillance equipment, radar equipment, handcuffs, cameras, finger print tools, car and
portable radio, first aid equipment, bio-hazard equipment, accident investigation equipment,
P.B. tester, handgun, shotgun and baton. The employee is required to operate a Class D
motorized vehicle.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

The physical demands listed are representative of those that must be met by the employee to
successfully perform the essential functions of this job. Must physically restrain subjects who
resist arrest or who refuse to obey lawful orders. Must be able to communicate clearly and
concisely, orally and in writing. Must be able to hear spoken commands.

While performing the duties of this job, the employee is frequently required to talk, hear, stand, sit,
walk, use a keyboard, write and drive a motor vehicle. Occasionally the employee is required to
crawl/kneel, carry, reach, climb/balance, push/pull, and lift. The work requires strenuous physical
exertion. Requires the ability to lift and carry objects of more than 60 pounds intermittently. Work
requires the employee to be physically fit. The employee must have the physical ability to respond
to calls expediently.

The position requires good vision to drive vehicle, review evidence, identify situations and
suspects, as well as distinguish color. The use of firearms and standard police equipment
(radar, investigation kits, etc.) requires advanced manual dexterity in combination with eye-hand
coordination.

The physical demands listed are representative of those that must be met by the employee to
successfully perform the essential functions of this job. Reasonable accommodation may be
made to enable individuals with disabilities to perform the essential functions of the job.

WORK ENVIRONMENT
Work is performed in uniform and a good portion of time is spent outside. Working hours can
include all times of the day, including weekends/holidays. The stress level can be extremely high
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at times and work-related injuries are not uncommon. The noise level is moderate. When
performing the position, the employee is regularly exposed to weather extremes (cold, and
excessive heat), loud noise, fumes/gases/toxic chemicals and potentially armed and dangerous
persons. The employee occasionally works around moving mechanical parts and is occasionally
required to operate in confined, cramped quarters. Contacts are in person, by telephone, and by
email and involve an information exchange dialogue.

The employee has regular access to department-related confidential information, including details
of calls for service. Errors could result in legal repercussions, inefficiencies, time loss, and loss of
goodwill, land/or financial repercussions for the town.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position, unless such accommodations would pose an undue hardship on the Town.

This Job description does not constitute an employment agreement or contract between the employer and the
employee and is subject to change by the employer as the needs of the employer and requirements of the job
change.

Recommended: January 25, 2023 (Version 1)

Revised: January 27, 2023 (Version 2)
January 30, 2023 (Version 3)

Approved (Name):

Approved (Date):

Page 4 of 4
Reserve Police Officer




